
 
MCC SALT/YAMEN Service Opportunity 

Assignment Title & Partner Organization: SALT/ YAMEN: Administrative Assistant – BIC 
Church Zimbabwe  

Term: August 15, 2018 – July 13, 2019 
FTE: 1.0 
Location:  Bulawayo, Zimbabwe 
Date Required: August 15, 2018  
 
SALT program information and policies can be found at: mcc.org/salt 
YAMEN program information and policies can be found at: mcc.org/yamen 
 
MCC is an equal opportunity employer, committed to employment equity. MCC values 
diversity and invites all qualified candidates to apply. 

Synopsis:   

The SALT/YAMENer will work under the supervision of the Bulawayo District Overseer focusing 
on the day-to-day running of the District Office, provide administrative support for various 
ministries, facilitate networking opportunities, and assist with capacity building of the local church 
committee members.  

Qualifications: 

All MCC workers are expected to exhibit a commitment to: a personal Christian faith and 
discipleship; active church membership; and nonviolent peacemaking. 

 Strong organization and problem-solving skills 
 Excellent written and verbal English communication skills 
 Attention to detail 
 Able to work with minimal supervision 
 Able to demonstrate discretion and honour confidentiality 
 Ability to multitask and prioritize daily workload 
 Willingness to learn and execute office procedures 
 Strong sense of integrity and willingness to exhibit Christian servant-hood 
 Computer literacy (word and excel) 
 Flexibility and openness to change and take on new experiences. 

 Ability to work in a place where systems move slowly and there are long bureaucratic 
protocols. 

 Willingness to live as a member of an African household, learning a new language 
(Ndebele/Shona), new customs, foods communication patterns, modes of travel, modes of 
worship and new ways of living 

 Willingness to actively participate in church, community and family life 

Assignment Description: 

The SALT/YAMENer will work under the supervision of the Overseer and the District Committee. 
The office is located in the BICC Zimbabwe Head Offices. This assignment focuses on administration 
duties such as drafting correspondence, scheduling appointments, organizing and maintaining paper 
and electronic files, or providing information to callers.  

Brethren In Christ Church is part of the World Mennonite Conference and a long-standing partner 
of MCC in Zimbabwe. The BIC churches in Zimbabwe are managed by district offices, the largest of 
which is Bulawayo District Office. The Bulawayo District Office, which is run by the Overseer, is in 
charge of 45 congregations and more are being planted at a rate of two annually. The District Office 



plays a vital role in supporting local churches, coordinating various programs and initiatives, 
employing pastors, and supervising church ministries. The ministries supervised through this office 
include Men Fellowship, Women Fellowship, Youth, Teenagers and Children Ministry, and Peace 
Building and Development programs. These grass-roots initiatives help to raise young leaders in the 
church and contribute towards community development. 

Through living either with a host family, the SALT/YAMENer will: 

 Realistically test their gifts, limitations and their call for further training and longer term 
cross-cultural service. 

 Grow spiritually as their faith is challenged and nurtured in a cross-cultural setting. 

 Broaden their understanding and appreciation of the lives of their brothers and sisters in 
their host country and further mutual trust, relationships and caring. 

 Help to dismantle the stereotypes and prejudices that exist between cultures both during the 
year and upon their return to their home countries. 

Duties:   

 Act as interface between District Office, District Committee Members and Congregations. 
 In liaison with District Treasurer, assist in the preparation of financial statements. 
 Under the supervision of the District Treasurer, follow-up outstanding subscriptions. 
 Organize a filing system for church documents and receipts. 
 Maintain a church calendar and schedule appointments as well as sending reminders. 
 Book meeting rooms as required. 
 Arrange travel and accommodation. 
 Schedule in-house and external events. 
 Assist committees to produce reports and presentations.  
 Maintain diary, arrange meetings and appointments and provide reminders. 
 Handle requests and queries appropriately. 
 Undertake the task of receiving calls, take messages and routing correspondence. 
 Act as the point of contact between the Overseer, Pastor, Committee Members and 

Congregations. 

Location Description: 

Zimbabwe is located in the Southern part of Africa with a population of approximately 16, 600 000.  

Bulawayo is a multicultural city. The population diversity is white; Indians, colored, black with the 
major ethnic group in Bulawayo being Ndebele. The descend from a 19th century Zulu migration 
and are a minority in Zimbabwe.  

Brethren In Christ Church Bulawayo District is located in the Bulawayo. Bulawayo is the second 
largest city in Zimbabwe.  

Zimbabwe has 3 seasons: summer, winter and spring. Bulawayo is generally warm, with temperatures 
of 25+ being very common in the summer (September-April), and a mild winter.     

English is the official language with Ndebele and Shona being the main indigenous languages. 

Challenges 

 Since February 2009, Zimbabwe has been recovering from a low economic base. Growth 
decelerated between 2010 and 2012 due to policy inconsistencies and political uncertainty. 
Widespread urban poverty and being commonly approached for handouts is something the 
SALT/YAMENer would have to be prepared to face and adjust to. 



 The government education system managed to bring up literacy levels but the challenges seen 
since the year 2000 have resulted in many children dropping out of the school system.  Other 
challenges are high unemployment and high cost of medical care.   

 The political environment is highly unstable but without violence.  Political activists are often 
the targets of violence. As a foreigner, politics is a subject to be left alone. 

 Basic medical care is within driving distance, for all kinds of needs.  There is both basic optical 
and dental care. Specialized cases may have to be referred to South Africa. Professional 
Counselling is available through privately owned facilities. 

 Regular (almost daily) power outages and severe water restrictions are a feature of life in 
Zimbabwe. Though the telephone and internet system in Zimbabwe is improving, the 
congestion of network and failure to connect will occur at times.  

 The local area and churches are not supportive to LGBTQ+ persons. LGBTQ+ lifestyles are 
considered illegal. Support of or participation in such lifestyles can be dangerous. 

 The BICC office area is always congested with informal businesses as well as lots of 
commercial taxis with high number of commuters.  As a result, the surrounding area can be 
noisy for most part of the day.  

 For those who are very task oriented, it can be a challenge to recognize the importance of 
"being" instead of always "doing" as building healthy relationships and mutually 
transformative learning is an important part of the participant experience. We hope 
participants will come with a desire to walk alongside our local partners, rather than see the 
assignment solely as a way to "get things done".  

 Managing frustration when things don’t turn out as expected can be hard. While we do our 
best to determine and outline job responsibilities with our local partners, assignments really 
come alive based on the passions, skills, and giftings of an individual. Responsibilities may 
change or be refined over time in communication with supervisors to meet the ongoing 
changes and needs within a local context. As such, the greatest characteristics a participant 
can bring to an assignment are adaptability, flexibility, patience, a willingness to get your 
hands dirty, and humility to complete even mundane tasks. 

 Despite all these challenges, the people of Zimbabwe have remained calmed, welcoming and 
loving and they continue to serve the Lord with joy. 


